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Running BW/BI Custom Reports - Overview

The Running BW/BI Custom Reports section provides an overview for running BW/BI Custom Reports from
the HRMS Portal.
Topics covered in this section include:
» Running BW/BI Custom Reports
= Accessing Reports from the HRMS Portal

= Selecting a Report o

. Self Paced Learning Materials for the
- Report Variables BW/BI Financial and Grievance cubes will
= Selecting Multiple Variables be published separately.

= Deleting Variables
= Running a Report

» Defining BW/BI Custom Report Variables
= Position-Personnel Master Listing
= Position Statistics Report-Month Ending
= Position Roster
= Employee History
= (Class Distribution-Pay Class
= Classification Turnover
= Minority Distribution
= Supervisor to Employee
= Employee Summary
= Employee File Statistics
=  Appointment Status Changes
= Affirmative Action
= HRM Performance Measurement reports
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Accessing Reports from the HRMS Portal

Accessing Reports from the HRMS Portal

The HRMS Portal is used to access Business Intelligence reports. Instructions for logging on to the HRMS
Portal are in Section 5: Logging on to HRMS Portal.

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS

Portal: Business Intelligence categories contain
reports associated with that category

Click on “Business / A /\4
—— TR

<
<
<

Intelligence” to view

. Org
Categorles
Position / Personnel Master Listing
K Detailed Navigation :
The first BW/BI Report . ST
under the Organization s .
= Position Statistics Report - Month Endini
Management category « Postion Roster Avaiable Variants: - Show Variable Personalization
will be selected by : =
Portal Favorites E
default Variable & Current Selection Description
KMonth/Y'ear Range (Mandatory)
/ \ Organizational Unit Higrarchy
'Job - Multiple (Optional) o
m Organization Management | Personnel Administration | LayoffData | Time Management | Payrol | Financiale | HRM Performance Measurement | Grievance Reporting |
Position / Personnel Master Listing
/ W Position | Personnel Master Listing
| . mm% m Display As Table [=] [ nformation || Send || Print Version || Exportto Excal|[ Comments |
The Detailed Navigation pane | The report pane displays the | g — — o
. . . . * Columns = B g L
d]SplayS the list of BW/BI report variable selection Pe——— ey xS SO000185 | NFORMATONTECH SYSTENSAPPSPECE  TODOG036 0132 30000513 DA 34
reports to choose from criteria, as well as the report 4 - e
results when a report is run T -t T o 2oty 04
PEEn AT T 70081891 015 30000513 DA u
* County 70081941 0407 30000513 DA £
:EEG"”" 70001942 0408 30000513 DA M
.::yz:;mw 084272 036 00053 DA M
-Freeycmraaefm 71008475 (0441 30000513 DA .31
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Accessing Reports from the HRMS Portal

BW/BI Custom Reports are located in the following categories under the Bl Reports tab:

Bl Reporis

Organization Management | Personnel Administration | Layoff Data | Time Management | Payroll | Financiale | HRM Performance Measurement | Grievance Reporting

Organization Management: Personnel Administration: Layoff Data:
Position-Personnel Master Employee History Baseline for Layoff Seniority
Listing Calculations Report

Class Distribution-Pay Class

Z\OS]ELOE Sc}fatlst1cs Report- Minority Distribution Layoff Activity
o e Merit System Employee Summa LWOP Reduction in Force
Position Roster y Pioy ry Activity
Employee File Statistics
Appointment Status Changes
Affirmative Action
Financials: HRM Performance Measurement: Grievance:
Distribution of Payroll and Related Plan and Align Workforce Grievance Details Report
Costs Hire Workforce The HRM Grievance Master Agreement Report
Position Cost Deploy Workforce ;Zg:;rn;:ec:t tab Grievance Totals by Agency Report
Who Charged Develop Workforce contains multiple Grievance Articles Trend Report
Reinforce Performance reports within each Grievance Detail Agency Report
category.
Ultimate Outcomes Grievance History Report

Grievance Status Totals Report

Self Paced Learning Materials for the BW/BI
Financial and Grievance cube will be
published separately
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Selecting a Report

To select a report:

1. Click the report

category tab.

link from the Detailed
Navigation pane.

A variables selection
box will appear to
allow the user to
enter variables
(selection criteria) for
the report they wish to/ /

Click the report name /

Selecting a Report

Bl Reports

Organization Management

Perzonnel Administration Layoff Data Time Management Payroll Financials HRM Performance Measurement Grievance Reporting

- —— i = = — — — —

Position / Personnel Master Listing

Detailed Navigation

Entry
- Position | Personnel Master Listing
= Position Statistice Report - Month Ending
« Position Roster Available Variants: | |+ |[save |[ Save As...| [ Delete | Show Variable Pers

Portal Favorites

O
|
:
|
|

Month/vear Range (Mandatory)
Qrganizational Unit Hierarchy
Job - Muttiple (Optional)
N .
~ - _ -
\ /
\ /
\ /
\ /
A\ /

Bl Reports

Personnel Administration Financials HRM Performance Measuremient

Organization Management

Layoff Data Time Management Payrol Grievance Reporting

Position / Personnel Master Listing

Detailed Navigation

Entry
run: e // » Position | Personnel Master Listing
sy - Position Statistics Report - Month Ending
// / » Position Roster Variants: | |- | Save As... || Deletz | Show Variable Perso
4 /
. // // Portal Favorites ElO

// / Month/vear Range (Mandatory}

// // Organizational Unit Higrarchy

e ——————————— e 7/ L — N Job - Multiple (Optional)
. N

Click here to expand Click here to show / ]
left/right in the Detailed hide the Detailed |
Navigation pane Navigation pane :
} ‘!
|
|
0
: . . |
I Detailed Navigation E| ]
N e ——— _7
5
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Selecting a Report

For reports with multiple queries, a report folder

W]ll Conta]n all quer]es Of the report. For example’ Organization Management | Personnel Administration
BW/BI Custom Reports with multiple queries include:  —
» Employee File Statistics Detailed Havigation M
> Affirmative Action +[J Affirmative Action
P = Affirmative Action by Job Group All Affirmative
» Employee/Position Status - Affrmative Action Flexile Reporting Action queries
= Workforce Distribution for Affirmative Action must be run
To run a report query alone: B separately
= Appointment Statug Changes

1. Click the report query link. 7 03 Employee Fil Statstics
For example, click the Employee File E:;ﬁ E:E x:;t:z:ﬁ:ﬁ?mnm
Statistic - Age Ranges link rather than - Employss File Statistics - In State Service

Employee file Statistics - All Reports - Employee File Statistics - Certificate

link - Employee File Statistics - County Code

= Employee File Statistics - Disabilty Status

= Employee File Statistics - Education

= Employee File Statistics - Ethnic Group

= Employee File Statistics - Gender

To run a report with all report queries at S eI EEnSEe AT
. = Employee File Statistics - Part Time Percent
once: = Employee File Statistics - Salary Ranges
. . = Employee File Statistics - Salary Rate Unit
Click the report with the “All - Employee Fie Statistics - Special Pay

” |3 . . SRS
Re po rts l] n k . Employee File Statistics - Status
= Employee File Statistics - Underfil
= Emplovee File Statistics - Veteran Status

. Employee File Statistics - All Reports

w [J Employee/Position Status
= Employee and Position Exception Invalid Jobs
Click the Expand E| and = Employee and Position Exception Invalid Positions

Collapse El buttons to = Employee and Position Exception Multi-Fille
expand and collapse = Employee and Position Exception Under/Over-Fillz

report folders. = Employee Roster
= Employee and Position Status - All Reports

Section 6: General Topics Running BW/BI Reports from HRMS Portal



Report Variables

Report Variables

Variables are report selection criteria and must be entered prior to running a report. Variables
identified with an asterisk are required fields. The user may enter variables manually or click on the

matchcode button to select a variable from a list.

Bl Reports
Organization Management Personnel Administration Layoff Data Time Management Payroll Financials HRM Performance Measurement

Grievance Reporting

Employee Summary

Detailed Havigation [C] |— Entry

¥ OO Affirmative Action

> [1 Appointment Status Changes to choose from
» 1 Employes File Statistics Available Variants: | |+ [ 3ave || save As._|[ Delete]

} [O Employee/Position Status

» Clag=s Distribution - (Pay Clazs)

- - -
+ Classification T ‘ariable = Current Selection Description

= Employee History * Calendar Month Prompt _ Single Walue
= Employee Probation Pay Grade Area (Optional)
» Employee Summary Pay Scale Area (Optional)
= Hiring Freeze Tracking

- Minorty Detouon

= Supervisor to Employes

The user may manually enter the variable, or
click the matchcode button to bring up a list

Select values for Calendar YeariMonth (ZP_CALMO 0003)

Show view: [Al | 7]
Al

All

Maximum | 1000 Refresh

Calendar vear/Month Key =

W
BE

Variables with an asterisk are mandatory
fields and must be entered

Section 6: General Topics Running BW/BI Reports from HRMS Portal

| o1a00s
| o2rz00s
| o005

| usram0s
| 10005
| 11200

Enter a value for
Calendar Year/Month:

| o4rz005 ¢

[ZICIE]

~

Use the “Search”
feature to find a

specific variable.
OR

Click the desired
variable from the
list

matchcode popup list
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Selecting Multiple Variables

Selecting Multiple Variables

To select multiple variables, click the “matchcode” button to add multiple variables of the same type.

Note: Before a new row can be added, there must be an entry in the first row

variable of the same type

Variable Entry Click the “matchcode” button to add a

Available Variants: J Sﬂ-.-sl Save As... | Dslstsl Show Variable Personalization

General Variables

Variable = Current Selection De=cription
* Calendar Month Prompt _ Single Value
Pay Grade Area (Optional)
Pay Scale Area (Optional)y
QK | Check
Select values for Pay Grade Area (ZS_SALAR 0003) = E

Show view:
Al Selections

Maximum [1000

Pay Grade AreaKey S Pay Grads Area Texts |~
5|
# #
| # #
I # #
I o Standard Progression
] 02 WNS
] 09 School fr Deaf/Blind
| 34 Elected Official
s Legislative L
e Atiorney General
] 37 Justices and Judges
] 40 Non-Pay Scale [=]
] 41 EMS

Enter a value for

o
01 Standard Progression
02 WNS

09 School fr Deaf/Blind

T
TR

34 Elected Official

Select values for Pay Grade Area

Select the multiple values you
need and click Add

Show view: |Al -

WMaximum [1000

Pay Grade Area Key = Pay Grade Area Text S [«]

Enter a value for

#

#

Standard Progression
WNS

School fr Deaf/Blind
Elected O fficial
Legizlative

Attorney General
Justices and Judges
Non-Pay Scale

EMS

Higher Ed Exempt

W]

Type

Add »

IEHZ‘ Change Order Iz”z‘

have been added

Result: Multiple values

E‘E Change Order EE‘

(56 [Ceneel] .
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Deleting Variables

To remove a variable that was entered in error or replace the current variable, the variable can be

removed two ways:

Deleting Variables

Highlight the variable, select the delete or backspace key to delete that variable.

Select the matchcode

“Remove” button.

Variable Entry
Available \Variants: | |v | Save || Save A || Dslete| Show Variable Personalization
Variable 5 == Criptio

04/2008 - 04/2008

> Month/Year Range (Mandatory)

30000692

Organizational Unit Hierarchy 106
Pay Scale Area - Single (Optional) il 0101
Variable Entry
Available Variants: | || [ save |[ save As... | [ Delete | Show Variable Personalization

Variable Current Selection Description
Month/'ear Range (Mandatory) I I
Organizational Unit Hierarchy 30000858 106
Pay Scale Area - Single (Optional) il 01 01

Variable values can be

Show tool: |Single values

All

Maximum | 1000

Refresh

Personnel Area Text =

#

Aberdeen Wex

Admin for the Courts
Ahtanum View CC
Airway Heights Corr Cir

Americorp Star Vista

Archaeclogy and Historic Pres

Bingen Wex

Enter a value for

Perzonnel Area:

button. Select the variables that need to be deleted and click the

highlighted and deleted by
pressing Delete or Backspace
on the keyboard

Section 6: General Topics Running BW/BI Reports from HRMS Portal

Result: Variables have been deleted

|~ | Show view: (Al [~]
Selections
o @
E Type Description
[ =| Airway Heights Corr Cir
[ =| Americorp Star Vista
[ =| Archaeslogy and Historic Pres
[ =| Arts Commizsion
Add ] :
4 Remove I,
E‘ A [
gd Change Order jg
- m Cancel
Select the variables to be
removed and click the “Remove”
button and click OK.




Personalizing Variables Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

Personalizing a variable for one report will personalize the same variable for all other reports if that
variable is used. For example, in the illustration below the user is personalizing the Personnel Area
ﬂ variable for the Minority Distribution report. Once the Personnel Area variable has been
== personalized, the same values will be used for Personnel Area when the Employee File Statistics
report is run since it also uses the same Personnel Area variable.

Once a variable is personalized, it is no longer displayed on the variables screen. See Removing
Personalized Variables for information on removing a personalized variable.

Wariable Entry

Available Variants: ~ | [ save |[ save As... |[ Delete | Show Wariahle Personalization

General Variables

“ariable = Current Selection Des| . .
+ | Number of Pay Periods ) , | Click here to personalize

the Personnel Area variable

Appropriation
Budget Unit
Personnel Area - Select (Optional)

Payreoll Area - Selection [Optional}
Project
Agency
Sub-Agency
Organizational Unit - Selection (Optional)y
PROGRAN INDEX
Org Index
Allocation Code
In Pericd (ywyypp)
For Period (yyyypp)
Po=ition (O ptional}
* HR a= of date (mm/ddiyyyy) [Key Date]

o o o o o o e o o o R

Biennnium

10
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Personalizing Variables

The example below uses the Distribution of Payroll and Related Report to show how to Personalize the
Personnel Area variable:

Available Variants: | [+ | save || Save As... || Delete | Hide Variable Personalization

1. Enter the Personnel | [GeneralVarables
Area Variable(s). _

2. Click the “Select” Appropeiglion
button for the Budget Unit

. \—.

Payroll Area - Selection (Optional)
3. Select the “Add oot
. oject
selected .varlable.*s to Agency
personalized variable Sub-Agency

list” —
[~][2]

Mumber of Pay Periods

G b |Gh (GG

Add selected variables to personalized variables list

Avrailable Warl

= [] Show Perzonalized Variables

= Mui

! [oR] [Creat
Budget Unit
Payroll Area - Selection (Optional)
Project
Agency
Result: Personnel E2[EAREN/EY
(Personalized Variables
Area has been ,
Personalized, Personnel Area - Select (Optional) 1110; 1111 1110 Dept of Personnel; 1111 Information
[ 6%] [ Cheet]

11
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Removing Personalized Variables

Removing Personalized Variables

Variable Entry
To remove a Personalized Variable:
[& One or more variables ars personalized; click Show Variable Personalization link to display them
1. Select a report that
. . Available Variants: | |v | Save || Save As.. || Delete| | Show Variable Personalization |

contains the personalized Genemvaromes
variable that needs to be Cwewes  Gwuswse Dmewa

removed . Organizational Unit Hierarchy

Job - Muttiple {Optional)

2. Click “Show Variable ESn NI

. c ey s Cal Quarter (Optional)

Personalization” link. calencar vear (Optonal

[T oK][ check
Available Variants: | |+ [ save || Save Az || Delete | Hide Variable Personalization

variable selection will appear. Number of Pay Periods
Appropriation
3. Select the personalized Sudgetunt
. Payroll Area - Selection (Optional)
variable to be removed e
Agency

4. Click “Remove selected
variables from
pe rSOHaliZGd va riableS Remove selected variables from personalized variables list

st

[] Show Personalized Variables

[T oK][ check

12
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Removing Personalized Variables

Available Variants: | |+ | Save || Save As... || Delete | Hide Variable Personalization

* Murnber of Pay Perinds 1 1
Appropriation
Audget ni =l
Perzonnel Area - Select (Optional) 1110; 1111 1110 Dept of Perzonnel; 1111 Information S
PEYTON BTE - SETeCuon [ puaTar) T
Project
Agency
[~I[z] [2][2]

l‘
E

oK) chect]

Result: The Personnel Area personalized variable has been removed. The Personnel Area values will no
longer be saved and the Personnel Area variable selection will appear on all variable screens that use
the Personnel Area variable.

13
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Running a Report

Running a Report

Variable Entry

To run a BW/BI Custom Report:

1. Enter variables. Available Variants: | |= | save || Save As... || Delete | Show Wariable Personalization

¢)Note: To ensure variables are

Generalvamables
valid, click the “Check” button prior . )

: Menth/ear Range (Mandatory) 04/2008 - 04/2008 [ 04/2008 - 04/2008
to running the report. atonal Uni Hi e
2. Click the “OK” button Job - Multiple (Optional} £0000013; 50000023 [F| OFFICE ASSISTANT; PRT ADMIN ASST §

to run the report.

v

Result: Report results with selected variables.
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Defining BW/BI Custom Report Variables

All BW/BI Custom Reports require variable entry (selection criteria) prior to running the reports.

The following section provides the basic steps to enter variables for BW/BI Custom Reports.

15
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Defining Variables: Position-Personnel Master Listing

Position-Personnel Master Listing Report Re p O rt

To define the Position-Personnel Master Listing variables:

1. Enter a Month/Year range in MM/YYYY Variable Entry
format or select a date using the

Available Variants: | |v | Save || Save As... || Delete | Show Variable Personalization

matchcode button for Month/Year Range.
SThic i . : GeneralVariables
This is a required field. Ve : o
. . Month/v'ear Range (Mandatory) - 04/2008 - 042008
2. Enter a Job code or select a job using the raosatonel o ety e o
matChCOde button. Job - Muttiple {Optional)y 50000013; 50000023 OFFICE ASSISTANT; PRT ADMIN ASST 5

3. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

Select values for Organizational Unit (ZN_ORGHI 0003) E I I_ g
b 085
D 1::’ Selecting the Department of
11 Type De=cription Personnel Organizational Unit
- aa Hierarchy will also include all
i? Add , J 3 10 Organizational Units that are a part
b Al of that hierarchy.

= DB
= X1
k116
b 142

| oo @E Change Drderlﬂ@

16
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Defining Variables: Position-Personnel Master Listing Report

Variable Entry

4. Click the OK button.

Available Variants: | |+ [ save || Save As... || Delete | Show Wariable Personalization

Ceemanes
Result: The Position-Personnel | i e oS

Master Listing report results are * | Month/Year Range (Mandatory} 04/2008 - 0472008 0412008 - 04/2008
displayed. QOrganizational Unit Hierarchy +3000047T9(00RGUNIT) 110
Job - Multiple (Optional} S00000413; 50003624 OFFICE ASSISTANT, ASST ADMIN
Position / Personnel Master Listing
Display As |Table [« [ Information || Send || Print Version || Export to Excel || Comments |
Additional Information:
. . . * Columns
To view a list of employees in a - Key Figures 50000009 TAPPY ql 70007296 Y0156
filled Position from the report ¥ Rows b 159
results: " Jdob Filter v Y0161
= Po=ition Change Drilldown + Result
1. Click on a Position in the * OrganizationalUnit o0 I APP d zmﬂdfst lelBian U 70007270 Y0116
= dave WIEW
report results to pull EE“““'“ Resul
up the Context Menu. - Pay Scale Group | 50000011 FINANA Properties b 70007285 Y0136
. Documents » TO007335 Y0202
. Grade
2. Select Goto - Employees in _F:" » Sort Job , iy
Position. —

Result: Employees in the selected Position are displayed.

17
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Defining Variables: Position Statistics Report

Position Statistics Report ]
Variable Entry
To define the Position Statistics Report
VarlableSI Available Variants: | |+ [ save || Save As... || Delete | Show Variable Perzonalization
. Enter a Month/Year range in et s O
MM/YYYY format or select a date * | Month/Year Range (Mandatory) 42008
. Organizational Unit Hierarchy 30066706
using the matchcode [m]button ay Sosle Ares - Snge (Optonal) |
for Month/Year Range. *This is a

required field.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

Select values for Organizational Unit (ZN_ORGHI 0003) E I I-
:11? Selecting the Department of
11 _ Personnel Organizational Unit
- aa Hierarchy will also include all
:? Add , 3 1o Organizational Units that are a part
’,:i 1 Remove of that hierarchy.

. DB

. X1
» 116
b 142

| oo @E Change Drderlﬂ@

18
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Defining Variables: Position Statistics Report

Variable Entry
Available Variants: | |+ | save || save As... || Delete | Show Variable Personalization
3. Click the OK button. | JGamareadasiess
Variable = Current Selection Description
ReSUlt: The POS]tlon * Month/ear Range (Mandatory) 42008
Statistics report results Organizational Unit Hierarchy 30065706
are displayed. Pay Scale Area - Single (Optional)
Additional Information: Position Statistics Report - Month Ending
To view the Position Fill Counts: Display As Table | Information | Send | Print Version | Export to Excel | Comments
1. Clickon a line iteminthe | _ __ Organizational Unit  Ful Time / Positions & Part Time / Positions 5 Total / Positions 5
report « Key Figures » Owverall Result 78,547 2678 80,635
results to pull up the * Hows * QOrganizational plan{ 75,418 2 656 80,506
Context Menu, = Organizational Unit - SOV 79,418 2558 20,508
> Free characteristics (X} Sack R I6R b ]
2. Select Goto - Position = Assignment Pay (POS) g Lo S — 17
L. L. - DualLang. Pay (FOS) Pozition Statistics - Position Fill Counts Il
Statistics - Position . M0 Fiter i 29
F]ll COUﬂtS. " Duty Station County ¥ 1| Change Drilldown 3 oG 75
= Employee Group Hierarch "
kO ¥ 29 29
. EI'I'ijII.J‘_f"BE Subgroup b Broadcast and Export  F 51 1 1
T Save View
Result: Position Fill " Position Shift Desig 2y = &
L : [ 75
counts are Properties >
displ d * 0| Documents J 28 28
Sptayed. ¥ | Sort Organizational Unit # 181 161
—_————————
19
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Defining Variables: Position Roster Report

Position Roster Report

Variable Entry

To define the Position Roster
Report variables:

Available Variants: | |+ | save || save As... || Delete | Show Variable Personalization

1. Enter a Month/Year range in GeneralVarisbles
| VabeS  CotemSelcton  Deserpfon

MM/YYYY format or select a date

. 0 izational Unit Hi h
using the matchcode | button roanieatona T Herereny 20000624
. .. * | Month/rear Range (Mandatory) 42008
for Month/Year Range. *This is a
[Cox ][ check |

required field.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

Select values for Organizational Unit (ZN_ORGHI 0003) - Selecting the Department Of
Personnel Organizational Unit

k110

- 11 _ Hierarchy will also include all
" Organizational Units that are a part

hiE M | 110 of that hierarchy.
" AF Add ]
> 4 Remowve
= AT
- DB
- X1
b 116

b 142

| oo @E Change Drderlﬂ@

20
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Defining Variables: Position Roster Report

3. Click the OK button.

Variable Entry
Available Variants: | |+ | save || save As... || Delete | Show Variable Personalization
Organizational Unit Hierarchy 30000694 7
Month/r'ear Range (Mandatory) 412008 O
—$ oK [crect]

Result: The Position Roster report results are displayed.

Tabe |~ | Send ]|
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Defining Variables: Class Distribution — Pay Class Report

Class Distribution-Pay Class Report

To define the Class Distribution - Pay Class report variables:

1. Enter a single Month/Year reporting

value in MM/YYYY format or select Variable Entry
a date using the matchcode [a] button for _ | »
L — | Available Variants: | |« [ 5ave|[ Save As...| [ Delete | Show Variable Personalization
Calendar Month Prompt. e
*This is a required field. Variable 3 Current Selection Descripton
Perzonnel Area - Select (Optional) 1110
2. Enter the Employment Status (defaults | e P e e _

. = Emp Status (Mandatory) 3 Active
to 3 - Active) or select an Employment Pay Scake Area (ptonal)
Status using the matchcode button.

*This is a required field. 1

3. Enter a Personnel Area number or select a
Personnel Area number using the matchcode
button.

4. Click the OK button.

Result: The Class Distribution - Pay Class report results are displayed.

22
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Defining Variables: Classification Turnover

Classification Turnover Report

To define the Classification Turnover report variables:

Variable Entry

Available Variants: J Sﬂ-.-s| Save As.. | Delete | Show Variable Personalization

General Variables
Variable = Current Selection De=cription
Organizational Unit Higrarchy
Perzonnel Area - Select (Optional)
Job - Mutltiple (Optional}
Month/ear (Optional)

Cal Quarter (Opticnal)

o

Calendar 'ear (Qpticnal)

1. Enter your variable selections. Io] [check]

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3. Click the OK button.

Result: The Class Turnover report results are displayed.

23
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Defining Variables: Employee and Position Status

Employee and Position Status Report

To define the Employee and Position Status report variables:

Variable Entry

1. Enter your variable selections.

Available Variants: | |+ [ save || save As... ][ Delete | Show Variable Personalization

Perzonnel Area - Select (Optionaly

2.  Enter an Organizational Unit
hierarchy or select a hierarchy

using the matchcode button.
By selecting the Department of
Personnel hierarchy, the user is
also selecting all organizational
units that are a part of the
Department of Personnel
hierarchy.

Click the OK button.

Result: The Employee and Position Status report results are displayed.

Bugzinezs Area (Optional)

Calendar Month Prompt _ Single Value

Perzonnel SubArea (Optional)

Organizational Unit (Optional)

Employee Group (Optional)

Employee SubGroup (Optional)

Emp Status (Optional}

Active

Control Area MCC (Optional)

Waster Cost Ctr (Optional)

Time Admin (Optionaly

oy e

Section 6: General Topics Running BW/BI Reports from HRMS Portal
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Defining Variables: Employee History Report

Employee History Report
To define the Employee History Report variables:

1. Enter a Pay Scare Area or select a Pay | VariableEntry

Scale Area using the matchcode

button . Available Variants: - | Save || Jave As.. || Delete | Show Variable Personalization
. Variable = Current Selection Description
2. Click the OK button. —_ Pay Scale Area (Optional)
—>

Result: The Employee History report

results are displayed.

Additional Information:

To view an Employee History Part 2 | Employee History - Part 1

or an Employee’s education Display As |Table |+| | Information || Send || Print Version || Export to Excel || Comments
records:
. . ‘ . . Columns Employee & Action Date 5 Action Type 5
1. Click on a line item in the * Fows TP
. oto Employee Hizgtory - Part 2
Employee H]Story Report . Emp.rlu_vee = Ml Employee Education Records
results to pull up the Context " Action Date Change Drildown b BBCTTENT CRange
Menu. * Action Type Broadcast and Export 3
" Action Reason SIE 3D U3 Appointment Change
2. Select GOtO - Employee * Gender Perzonalize Web Application ¥
. * County Code
Hlstory. Part 2 or Employee - Pereonnel Area S »| UX  Current Conversion Active
Education Records. * Organizational Unit Documents r
= lob Sort Employee P Uz Appointment Changs

Result: Employee sub report is - Pay Scale Group
displayed. A
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Defining Variables: Employee Summary Report

Employee Summary Report

To define the Employee Summary report variables:

1. Enter a single Month/Year reporting value in MM/YYYY format or select a date using the matchcode
button for

Calendar Month Prompt. Variable Enfry
*This is a required field.
Available Variants: | |+ || save || Save As... || Delete | Show Wariable Personalization
* Calendar Month Prompt _ Single Walue mu-ulfﬂ

Pay Grade Area (Optional)
Pay Scale Area (Optional)

& | Ch |Ch

2. Click the OK button. >[I oK][ Check]

Result: The Employee Summary report results are displayed.
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Defining Variables: Hiring Freeze Tracking

Hiring Freeze Tracking Report

To define the Hiring Freeze Tracking report variables:

1. Enter a single Month/Year reporting value in MM/YYYY format or select a date using the matchcode
button for
Calendar Month Prompt. Variable Entry
*This is a required field.

Available Variants: | |+ | save || Save As_ || Delete | Show Wariable Personalization

Job - KMultiple (Optional)
Calendar Month Prompt _ Single Value
Cal Quarter (Optional)
2. Click the OK button. Calendar Year (Optional)
Business Area (Optional)
Sl 0K] [ Check

Result: The Hiring Freeze Tracking report results are displayed.
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Defining Variables: Minority Distribution Report

Minority Distribution Report

To define Minority Distribution report variables:

1. Enter the Employment Status (defaults
to 3 - Active) or select an Employment
Status using the matchcode |3| button.
*This is a required field.

2. Enter a single Month/Year reporting
value in MM/YYYY format or select a
date using the matchcode button for
Calendar Month Prompt. *This is a
required field.

3. Enter a Personnel Area number or select
a Personnel Area number using the
matchcode button.

4. Click the OK button.

Variable Entry

Available Variants: | |+ [ 5ave |[ save As.. || Delete | Show Variable Personalization

Perzonnel Arsa - Select (Optienal)

1110

* Calendar Month Prompt _ Single Value

42004

* Emp Status (Mandatory)

3

O Ch

Active

A

Result: The Minority Distribution report results are displayed.
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Defining Variables: Supervisor to Employee

Supervisor to Employee Report

To define the Supervisor to Employee report variables:

Variable Entry

Available Variants: J SE'..'E| Save Az | D5I515| Show Variable Personalization

General Variables

Variable & Current Selection Des=cription
Organizational Unit Hierarchy
Pergonnel Area - Select (Optional)
Calendar Month Prempt _ Single Value
Emp Status (Optional) 3 Active
[ o] check]

Enter your variable selections.

Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

Enter a single Month/Year reporting value in MM/YYYY format or select a
date using the matchcode button for Calendar Month Prompt. *This is a
required field.

Click the OK button.

Result: The Supervisor to Employee report results are displayed.
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Defining Variables: Employees with Projected 5+ Service Years

Employees with Projected 5+ Service Years

To define the Employees with Projected 5+ Service Years report variables:

Variable Entry

Available Variants: J Sa-.-s| Save As.. | Dslsts| Show Wariable Personalization
General Variables
Wariakle = Current Selection Description
* Calendar Moenth Prompt _ Single Value 7

Businezs Area (Optienal)
Personnel Area - Select (Optional)
Perzonnel SubArea (Optional)

Job (Optionaly

Job Clazs Code Old (Optional)

[ g o R

Employment Status (Optional) 31

1. Enter your variable selections. £ k]| check]

Active; Inactive

2.  Enter an Business Area or Personnel Area by entering the number or using
the matchcode [] button.

3.  Enter a single Month/Year reporting value in MM/YYYY format or select a
date using the matchcode button for Calendar Month Prompt. *This is a
required field.

4, Click the OK button.

Result: The Supervisor to Employee report results are displayed.
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Defining Variables: Employee File Statistics Report

Employee File Statistics Report

The Employee File Statistics report contains 17 queries. Fifteen of the
queries can be run as one report or separately. To run all 15
queries as one report, click on the Employee File Statistics - All Reports link.

To define the Employee File Statistics report variables:

* [ Employee File Statiztics

(

Employee File Statistics - Age Ranges
Emplovee File Statistics - In Prezent Position
Employee File Statistics - Cerificate
Emplovee File Statistice - County Code
Employee File Statistics - Dizability Status
Emplovee File Statistics - Education
Emplovee File Statistice - Ethnic Group
Emplovee File Statistics - Gender

Employee File Statistics - Merit System

1. Enter the Employment Status (defaults to 3 - Active) or select Employee File Statistics - Part Time Percent
an Employment Status using the matchcode button. Employee File Statistics - Salary Ranges
% .. . . Employee File Statiztics - Salary Hate Unit
This is a required field. Click on individual links < Employes File Statistics - Special Pay
. . to run each query Employee File Statistics - Status
2. !Enter a single Month/Year reporting va.lue separately ez e
in MM/YYYY format or select a date using \ Employee File Statistics - Veteran Status
the matchcode button for Calendar Employee File Statistics - All Reports
Month Prompt. *This is a required field. | yiiuieentry
3. Enter a Personnel Area number or select
. Available Variants: ~ | Save || Save As.. || Delete | Show Wariable Personalization
a Personnel Area number using the
General Variables
matchcode button. —— Current Selection Description
* | Emp Statuz (Mandatory) 3 Active
* Calendar Month Prompt _ Single Value 4/2008
Perzonnel Area - Select (Optional) 111 EI-|
Pay Scale Area - Single (Optionaly
. Pay Scale Area (Optional)
4, Click the OK button.

> [[oK] [Cect]

Result: The Employee File Statistics - All Reports results are displayed.
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Defining Variables: Employee File Statistics Report

The Employee File Statistics-Education and Employee File Statistics- —
Certification queries are not included in the Employee File Statistics (Full = e

* Employee File Statistics - Age Ranges
Report) and must be run separately. \ . File Statistics - n Present Position
To run the query, the user must enter a “Valid On Date” in MM/DD/YYYY = ﬁ
format to run, rather than Month/Year required in other Employee File ; o Fie Stafistics - D : Status
Statistics queries:

= Employee Fils Statisticz - Ethnic Group

To define the Employee File Statistics-Education and Employee
File Statistics-Certification report variables:

1. Enter a Personnel Area number or select a Personnel Area number using the matchcode button.
2.  Enter the Employment Status (defaults to 3 - Active) or select an Employment Status using the
matchcode button. “This is a required field.
3. Enter’ a Val'id On Date 'in MM/DD/YYYY Available Variants: | |v |SaveAs...HDelete|Shuw\.-‘ariablePersunalizatiun
: Gemeralvariables
format or select a date using the Ve Cument Seiecton Sescrnton
matchcode button. e S (O] 3 —
4.  Click the OK button. T

Pay Scale Area (Optional)

Result: The Employee File Statistics-Education or Employee File Statistics - Certificate results are displayed.
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Defining Variables: Appointment Status Changes Report

Appointment Status Changes Report

The Appointment Status Changes report is made up of 2 + [ Apoointment Status Cf
queries.
To define the Appointment Status Changes report * Appointment Status Changes
variables:
1. Enter a single Month/Year Variable Entry
reporting value in MM/YYYY
format or select a date using the Available Variants: | |+ [ save |[ save As... | [ Delete | Show Variable Personalization
matchcode [g] button for GeneralVriables
Calendar Month Prompt. *This is | [ VersieS i cument seeston |1 peserpon
a required field. e
2. Enter a Personnel Area number

or select a Personnel Area
number using the matchcode
button.

3. Click the OK button.

Result: Appointment Status Changes results are displayed.
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Defining Variables: Appointment Status Changes Report

Additional Information:

To view the Appointment Status Changes for the prior
month:

1. Click on a line item in the Appointment Status
Changes report to pull up the Context Menu.

2. Select Goto - Appointment Status Changes - Prior

Month Status.

Appointment Status Changes

Display As |Table |=| | Information || Send || Print Version || Export to Excel || Comments

> Columns
* Key Figures Personnel Area - Employee ID = Appointment Date = Position & lob 3 Action E

* Rows Dept of Labor & Industries 1044135
. —_—

Perzonnel Area e
= Employee ID Change Drilldown H Resutt
* Appointment Date Broadcast and Export ¥ Result
= Position Save View
Result
= lob
= Action Effective Date Properties H
= Action Type Result Calculations and Translations K
= Action Reason Overall Result Documents M
= Employee Group Sort Employee ID 4
= Work Contract
= Pay Scale Level
* Free characteristics
= QOrganizational Unit
Result: Appointment Status Changes for the Prior Month are displayed
34
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Defining Variables: Affirmative Action Report

Affirmative Action Report

The Affirmative Action report is made up of 3 queries that - Affirmative Action by Job Group

must be run separately.

To define the Affirmative Action by Job Group report variables:

1. Enter a single Month/Year reporting value
in MM/YYYY format or select a date using
the matchcode button for the Calendar
Month Prompt. *This is a required field.

2. Enter a Business Area/Employment
Status/Personnel Area number or select
those options using the matchcode
button.

3. Click the OK button.

+ [0 Affirmative Action

= Affirmative Action Flexible Reperting
= Workforce Distribution for Affirmative Action

Click on individual report
links to run each Affirmative
Action report.

(Employment Status defaults to 3; 1 - Active
and Inactive)

Variable Entry
Available Variants: | |v | Save || Save As. . || BElE‘tE| Show Variable Personalization

Variable = Current Selection Description
Calendar Month Prompt _ Single Valus
Business Area (Optional)
Employment Status (Optional) 31 Active; Inactive
Personnel Area - Select (Optional)
Job Group (Optional)

>

Result: The Affirmative Action by Job Group or selected report results are displayed.
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Defining Variables: HRM Manager to Staff

PLAN & ALIGN WORKFORCE - Percent of Washington Management Service (WMS) employees
and percent of the workforce that is managers compared to the total workforce.
Executive Branch only.

See"What's in the HRMS/BI data query?“for specific report definitions and restrictions.

To define the HRM Manager to Staff report variables:

Variable Entry

Available Variants: | |v | Save || Save As... || Delete| Show Wariable Personalization

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)

Calendar Month (Optional)

Cal Quarter {Optional}
Calendar “'ear (Optional)

[ e g e |

Enter your variable selections.

Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button.
By selecting the Department of Personnel hierarchy, the user is also selecting all
organizational units that are a part of the Department of Personnel hierarchy.

Click the OK button.

Result: HRM Manager to Staff report is displayed.
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Defining Variables: HRM Washington Management Service

PLAN & ALIGN WORKFORCE - Number of Washington Management Service (WMS)
employees by month/year. Executive Branch only.

See"What's in the HRMS/BI data query?“for specific report definitions and
restrictions.

To define the HRM Washington Management Service report variables:

Variable Entry
Available Variants: | |v | Save || Save Az || Delete | Show Variable Personalization
Variable = Current Selection Description

QOrganizational Unit Hierarchy
Perzonnel Area - Select (Optionaly
Job - Multiple (Optionaly

Calendar KMonth (Cptional)

Cal Quarter (Optional)

|G |G |G |G |

Calendar Year (Optional)

1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode || button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a
part of the Department of Personnel hierarchy.

3.  Click the OK button.
Result: HRM Washington Management Service report is displayed.
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Defining Variables: HRM WMS Management Type

PLAN & ALIGN WORKFORCE - Number of Washington Management Service (WMS)
employees by management type. Executive Branch only.

See"What's in the HRMS/BI data query?” for specific report definitions and
restrictions.

To define the HRM WMS Management Type report variables:

Variable Entry

Awvailable Variants: | |v | Save | | Save As.. | | Delete | Show Variable Personalization

Organizational Unit Hierarchy

Perzonnel Area - Select (Optional)
Job - Multiple (Opticnal)

Calendar Month (Cptional)

Cal Quarter {Optional)

Calendar Year (Opticnal)

1. Enter your variable selections.

[y

2.  Enter an Organizational Unit hierarchy or select a hierarchy
using the matchcode || button. By selecting the Department of
Personnel hierarchy, the user is also selecting all organizational
units that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM WMS Management Type report is displayed.
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Defining Variables: HRM Separation During Review Period

HIRE WORKFORCE Number of separations during Probationary and Trial Service
review periods. Executive Branch only.

See"What's in the HRMS/BI data query?” for specific report definitions and
restrictions.

To define the HRM Separation During Review Period report variables:

Variable Entry

Available Variants: | |v | Save || Save As... || Delete| Show Variable Personalization

GemeralVanables
| Ve CuremSeecton  Deserpton
Crganizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)

Calendar Month {Optional)

Cal Quarter (Optionaly

Calendar ear (Optional)

Enter your variable selections.

I

Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

Click the OK button.

Result: HRM Separation During Review Period report is displayed.

39
Section 6: General Topics Running BW/BI Reports from HRMS Portal



Defining Variables: HRM Type of Appointments

HIRE WORKFORCE - Report Description on Portal: Number of New Hire/Rehires, Promotions, Transfers,
Hires from Layoff List and Other appointments. Also includes a section on appointments for employees with
a Non-Perm Limited or Non-Perm On Call appointment status. Executive Branch only.

The intent of this report is to show appointment activities where a hiring choice was made. Appointment
changes such as reassignments, reallocations, demotions, or status changes are not included.

See"What's in the HRMS/BI data query?“for specific report definitions and restrictions.

To define the HRM Type of Appointments report variables:

1. Enter your variable selections. [ .. ..
2.  Enter an Organizational Unit
hierarchy or Select a hierarchy Axailable Variants: | |1Ir | Sa-.-e” Save Az || Dslet5| Show Variable Personalization
using the matchcode GeneralVariables
button. By selecting the Varase Current Seiction Description
D t t f P l Organizational Unit Hierarchy
.epar ment o ers.onne Perzonnel Area - Select (Cptionaly
hierarchy, the user is also Job - Muttiple (Optional)
selecting all organizational Calendar Month (Optional)
units that are a part of the el Quarier (Optonal
Department of Personnel elendar Year (Optona)
=P
hierarchy.

3. Click the OK button.

Result: HRM Type of Appointments report is displayed.
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Defining Variables: HRM Average Overtime

DEPLOY WORKFORCE - Average agency overtime hours used. Includes averages for only those
eligible for overtime and averages for all employees, regardless of overtime eligibility.
Executive Branch only.

See"What's in the HRMS/BI data query?" for specific report definitions and restrictions.

To define the HRM Average Overtime report variables:

Variable Entry
Available Variants: | |1r | Save || Save As... || Delete | Show Wariable Personalization
Variable & Current Selection Description

COrganizatienal Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Opticnaly

Calendar Month (Optional)

Cal Quarter (Optional)

Calendar “ear (Optional)

O |G G |G |G |

1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel hierarchy,
the user is also selecting all organizational units that are a part of the
Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Average Overtime report is displayed.
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Defining Variables: HRM Overtime Cost

DEPLOY WORKFORCE - Amount of agency Overtime costs. Executive
Branch only.

See"What's in the HRMS/BI data query?” for specific report definitions and
restrictions.

To define the HRM Overtime Cost report variables:

Variable Entry

Available Variants: | |v | Save || Save As... || Delete | Show Variable Personalization

Organizational Unit Higrarchy

Personnel Area - Select (Optional)
Job - Mutltiple (Optional)

Calendar Month (Optionaly

Cal Quarter (Optional)

Calendar “'ear (Optional)

[y e

1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Overtime Cost report is displayed.
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Defining Variables: HRM Percent Employees Receiving Overtime

DEPLOY WORKFORCE - Percent of agency employees receiving overtime. Includes percentages for
only those eligible for overtime and percentages for all employees, regardless of overtime eligibility.
Executive Branch only.

See"What's in the HRMS/BI data query?” for specific report definitions and restrictions.

To define the HRM Percent Employees Receiving Overtime report variables:

Variable Entry
Available Variants: | |v | Save || Save As... || Dslsts| Show Variable Personalization
Wariable & Current Selection Description

Organizational Unit Hierarchy
Personnel Area - Select (Optional)
Job - Multiple (Opticnal)

Calendar Month (Optional)

Cal Quarter (Optional}

Calendar Year (Optional)

1 o o

1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Percent Employees Receiving Overtime report is displayed.
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Defining Variables: HRM Sick Leave

DEPLOY WORKFORCE - Average sick leave hours used and average sick leave
balance by agency or statewide. Executive Branch only.

See"What's in the HRMS/BI data query?“for specific report definitions and
restrictions.

To define the HRM Sick Leave report variables:

Variable Entry

Available Variants: J Sa-.-5| Save As... | D5I5t5| Show Variable Personalization

General Variables
Wariable = Current Selection Description
Organizational Unit Hierarchy
Perzonnel Area - Select (COptional)
Job - Muttiple (Optional)

Calendar Menth (Opticnal)
Cal Quarter (Optional)
Calendar “ear (QOptional)

0K || Check

|

1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Sick Leave report is displayed.
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Defining Variables: HRM Formal Disciplinary Action Taken

REINFORCE PERFORMANCE - Number of disciplinary actions by Dismissals, Demotions, and
Suspensions. Executive Branch only.

See"What's in the HRMS/BI data query?“for specific report definitions and restrictions.
To define the HRM Formal Disciplinary Action Taken report variables:

Variable Entry

Available Variants: | |+ [ save || Save As... || Delete | Show Wariable Personalization

Organizational Unit Higrarchy

Perzonnel Area - Select (Optional)

Job - Muttiple (Optional)

Calendar Month {Optional)

Cal Quarter (Optionaly

Calendar vear (Optional)
1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Formal Disciplinary Action Taken report is displayed.
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Defining Variables: HRM Diversity Profile

ULTIMATE OUTCOMES - Number and percent of the workforce by diversity
category and ethnicity. Executive Branch only.

See"What's in the HRMS/BI data query?“for specific report definitions and
restrictions.
To define the HRM Diversity Profile report variables:

Variable Entry

Available Variants: | | = [ save || Save As...| | Delete | Show Variable Personalization

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - KMuttiple {Optional)

Calendar Month (Optional)

Cal Quarter (Optienal)
Calendar “ear (Opticnaly

o

1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Diversity Profile report is displayed.
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Defining Variables: HRM Percent Age Distribution

ULTIMATE OUTCOMES - Percent of all employees and WMS employees by age groups. Executive
Branch only.

See"What's in the HRMS/BI data query?“for specific report definitions and restrictions.
To define the HRM Percent Age Distribution Report variables:

\ariable Entry
Available Variants: | |v | Save || Save As.. || Delete | Show Variable Personalization
Variable = Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - KMuttiple {Optional)

Calendar Month {(Optional)

Cal Quarter (Optional)

Calendar 'ear (Opticnal)

[ o oy o

1. Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Percent Age Distribution report is displayed.
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Defining Variables: HRM Turnover

ULTIMATE OUTCOMES - Percent of employees with a permanent appointment status who separated from
state service by type (Retirement, Resignation, Dismissal, Layoff, and Other). Also includes a separate

percent turnover of non-permanent appointment status employees who separated from state service.
Executive Branch only.

See"What's in the HRMS/BI data query?“for specific report definitions and restrictions.
To define the HRM Turnover report variables:

\ariable Entry
Available Variants: | | = [ save |[ Save As...| | Delete | Show Variable Personalization
Variable = Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (O ptional)

Calendar Month (Optional}

Cal Quarter (Optionaly

Calendar Y'ear (Opticnal)

[ o g

1. Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Turnover report is displayed.
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